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*c ^'J # ^ ^ PU011167 



5 (office block) , —X^RXi'^^M^ 

^^^mm. (File & Clipboard block) ^ — J^mUf^T^M^^^^ 
(Application keys block) , -tr^J^^iJ^^-nJ^ltm^flBifi^J^ai A^^i^^o 

«^:^liE6^Ij!jtfeli, '^mn-m^^^mr (cm) , lte± (paste) > ft 
10 *J (copy) > (mark) HiS^— ^^^JP^# - 

^^-^liti^ ALT+E, T. CTRL+X^SfflFT+DELo 

^m-^mm^ ALT-\-E, P> CTRL+V sKSRIFT+INSERTo 

^m^mm^ ALT+E, C. CTRL + C ggCTRL+INSERTo 

^^^m^^ SHIFT MARKo 

20 mm^^E., -^^tE^M^^mMm (fi-fi2) ± (^Jijtgifenr^^ 

25 ffi^i^lilE, ^XijtgHJ^jt^— ^'a^SM^fe (redo) . 0^^^ (undo) > 



I 



^B:SCW (open) > ?f if:it# (new) ^ m^^^^ (bold) . (save) . 

HM^m (take pane) , (fwd) . WIM. (Reply) . #it (send) > 

J^a^?-^ (Bullets and Number) , (Replace) > (Print) ^ m 

(Snell Check) 

^^-^mm^ ALT + E, R m alt + enter ALT + SHIFT + 
BACKSPACFc 

ii> tmm^^9m^mmw^^m^, ^f^u^^fm^^mn^i^ 

li, ^^-^115^^ ALT+E, UsK ALT+BACKSPACEo 

^^^lit^^ CTRLH-BsECTRL+SRIFT+Bo 

H, ^^^^m^ ALT+F, 0. CTRL+0. CTRL+F12 ^ ALT+CTRL 
+ F2o 

^^-^1151^ ALT+F, N«£CTRL+Nc 
^^-^115^^ ALT+F, S. CTRL+S. SHIFT+F12 gSi ALT+SHIFT + F2. 

16. tamm^ 9 m^^w^^mm^, ^^u^^m^^nM^^m 

m, ^^-^^5^^ ALT+E, Ko 

17. iJaumm^9m^^m'M^mm&, nmn^^mmm^^m.. 

CTRL+Fc 

18. iiaumm^9m^^^^^mm&, nm^^'f-m^^^mm, 

^^-^^54^ ALT+S CTRL+ENTERc 

19. ta^m^^9m^mnm^mm&, n^u^'f-m^mmn.m. 



CTRL+Ro 

^H, 'S^'^y^J Word. Excel. Power Point. Outlook, calculator 6t]5^J 

26. jin^stf!]^^ 24 0fs&fi<jM^ffili&» ^^U.^^m^^¥ki^:^ 

'tl'&^^njgj^tai^ll (application switch) . ^PflWP^/^ll (close 
application) . ^m^^^m^m (logoff) o 

28. $n*ji7pij|g^ 27 ^W€.^rm^mmnm 

^^-a-lifii^ ALT+SHIFT+TAB ^ ALT+TABo 
nm^m, K^-^liS^^ ALT + F4^CTRL + Wo 



3K imi^mm^ 25 m^^un=^mm&, n^u^'f-mi^^^miu 

tfy^mif^n. -Si— Numfisg Scroll Lock 

M^m.^m, trmffi^-^iPASfflFT. CTRL. ALT^^it&mT^ 



m ^ PU011167 

±, iPAi^^#$^cJ;&tgj^li (hot key) , 
(driver) , W P ^#^^±^# . ^<£ffl#^T#^X;tt^^. SppJ^ 




@Btr^TUM±t^WMi^fKl^^fc (MICROSOFT) B.'^mi^^^^i^ f ^ 
-^word. excel, powerpoint^, ^^Jbt^MW. Jt^ 7 l&Tt^*n.{$>^# 

-^-^mmm^^^E.^, ^m^^^t^mmmm^, mm^M^i^m^m. 

ith^^j^ffl;^:^fiE (office block) . ~xi'¥:&xwi^Mm 

n^^^K (File & Clipboard block) ^ — B.mUf¥i^^^^^^ 
(Application keys block) . 'tT^^U-^^-^Sitm^flS&^J^ai A^+ii^^; 

(2) . ^ifii>3ijittHfiS5g^^i?fi^^^t, Bppj^iiziit^f , Slit, 

25 ^^Wft^RrHJc^^^-l^lp]^, lIkJ^ffW^^#^^l^^S<]?&tfeMTo 




// 



(3) . -ps^mm^mmm^m:^^mm^^. jpB'ff^s^. m 

(4) . psm^iaxmM.mm^^^mmmm'^i'm&m'&i^-^^^ 

±m^mmmm^^ (hotkey) ^mmnM±mi}\ij-^m^^m^^^ 
mmmmm^^^^m. ^m^^^^m. i$.mm^^nm, m^m^±m 

10 ^, im^2!^^o 

m 1 t^'^xmrn^t^^mm-. 
m 3 ^^mmmmm^m^mm-. 
15 m5^:^mmmmm^^m', 

m^m 3 mm s, ^mmmmm-nw^^mm^, ^m-w^ i ^xi^ 

20 (File & Clinboard block) 2. ^f^'^m/3Z«^:^ 

lilx (office block) 3^ mmnf¥i§i^^^^^ ^"P- 
^i^HS: 1 6<Jrt^%li&^t^'f llo 
Xi^:&Xi^^M^^^^^E. CFile & Clipboard block) 2 oT^^-^ 

25 R^^^z^)\'^f^mn^mih\m.m^m. i^M.^mm^m^-m'^ 



-^HfT (cut) . Jte± (paste) . (copy) -^^^ (mark) ^; -ftjifc 

mim^, ^my^mm^^MT^i^^^^^^ ALT-\-B, t. ctrl+x 

SHIFT+DEL; ^±^mm.^mm^ CTRL+V> SHIFT-f-INSERT M 
ALT+E, P C^^mr ALT^^WL, nmrEm, ^|W)Ht]^^ALT-^E 

CTRL+INSERT: ^^^fifj^-^UCi^ SRIFT MAKE. 

i^^S 1 T> 21. ^ffl 

^^;!Jt^ti^'O^K^Tm^ SJtJ^H-^SffiTIHiitg) ^*^ffiifm6<l^iig«?ij 

^, i^ikm^m^^mw<^i^^'!^m^mw:X=^ 3 ^^i? (ms) , ^m(> 

i^^c^-^m-m^^^^ 3 Jt^^il^fi^ 1 fitJ#^J;!]HE^ F1-F12 ±(^ 



• • • 



. / 

F1-F12 mmmmm^i^m^m.^m. ^m.^mmmn-^'^^ 

mm (redo) > (undo) . ^BX^ (open) . JfWrXi^ (new) . 

m.^^^^ (bold) . (save) > X^:?ra (take pane) > (f wd) > 

5 [Eia: (Reply) > (send) . (Bullets and Number) ^ 

(Replace) . tS^ (Print) . ^^^^ (Snell Check) ^, ^BP, #-45 

^^T^^M 31, m^m^^M 1 m^tt^Mmm, mr^^^^m 
10 ^ F1-F12 m^-mm, m^mti^mMmm.^mm; fii^x^m^px^. 

^4>mMlifi^^'^lifi^^ ALT+E, R §K ALT+ENTER s!c ALT+SHIFT 
+ BACKSPACE; mn^i^^^^^mm^fQ ALT + E, U ^ ALT + 
BACKSPACE; ^)BXi'¥^^m^mm^ ALT+F, 0. CTRL+0. CTRL 
+F12 sK ALT+CTRL+F2; ?Fif Jt^Hfi^J^-^llfi^^^ ALT+F.NlK CTRL 
15 +N; ffi4ffl^^^lfe|ifi^J^'^li5^^CTRL+B^CTRL + SHIFT+B; #S 
^HW^-^liS^^ ALT+F, S. CTRL+S> SRIFT+F 1 2 ALT+SHIFT 

+F2; j:M.-:^mmm.^mm^ alt+e, k, m^^^^^^n^ CTRL 

+F: ^f^iHHfi^J^-^li?^:^ ALT+SsKCTRL+ENTER; [Elftltfi^jM'^li 

5ijibcTRL+R5 ^un^m^m.'^um^ ALT+0, n: ^^m^m.^m 

20 ALT+E, E; tr^Hfi^I^'^^Si^ ALT+F, P CTRL+Po 

^nmT^^m. ^mjj^m fi-fi2 pjieiM*^?i>bt^^, it*— ^ 

^^j|ltiifi^#^ll?i^M^^^li5^^fflSJ^ (application software) , ffl 1^1 
25 (enable) m^PWi (disable) Fl -F12 ^KlIifiilAtE, 



'S^S^^^^® 4KjSdMII 42,^^^W^^W 41 rT^ Word.ExceK 
Power Point. Outlook, calculator, ^^JM^^'^Mf'^^^^^i^^M 

mm, ^^m:^^^m.[^^T]^^m^^m 41, nmnm^w^^^, 

^h1^^::^^li 41 -fenl^^fiS 1 ifc^ME, -tl-dl pT^— Num Use Scroll 

Lockii^^^i^ll^o 

J^m^ 42 ^^'^ QM^^^U (application switch) > ^I^WP?iJ^ 

m (close application) . ^m^^^m^m: (logoff) , ^T'^^mmT} 

P^i^iJO^HW^-^li?^^ ALT+SRIFT+TAB ^ ALT+TAB: ^PflW 
P^i^^fi^J^-^Hii^^ ALT+F4 CTRL+W; 
WIN, Lo 




^^iM^^r^t^^^ 63c 

65, ^mij, IhIM^^63o 

67, ^^SW, IS1M^^63: ^jfllj, ^JSlJJ^^W^T^:yilie«J^i-|i? 680 
#A§^#<^|x 682, |lIM^ii63: ^laij, ^^]ift^681, 
10 ^#A^li#i*E 682, ^^TT-i^ilc 

mA±,ta^ 1 ^lijtg|i,^5tiJ-J[S6«J^'^f|oI/^^^^iqA SfflFTsCTRL. 

15 ALT ^^i^RmT. m.^. n^r^mm^m, m-^mm^\^T:^^m 
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m 1 





a-^M (^^TficTiiS±6ti+a^M) 


M~f (CUT) 


ALT+E, T M CTRL+X M SHIFT+DEL 


^± (PASTE) 


ALT+E. P CTRL+V SHIFT+INSERT 


MPl (COPY) 


ALT+E, C a£ CTRL+C ^ CTRL+INSERT 


T^MU^ (MARK) 


SHIFT MARK 


fi^^f^ (UNDO) 


ALT+E. U ALT+BACKSPACE 


fifiSb-ft (REDO) 


ALT+E, R sg ALT+ENTER ^ 




ALT+SHIFT+BACKSPACE 


ffl^^tO^ CBOLD) 


CTRL+B M CTRL+SHIFT+B 


(NEW) 


ALT+F, NIKCTRL+N 


JF^IS^ (OPEN) 


ALT+F, 0 ^ CTRL+O CTRL+FI2 
ALT+CTRL+F2 


fit#:fc# (SAVE) 


ALT+F. S CTRL+S SHIFT+F12 s£ 
ALT+SHIFT+F2 


X ^ >fi ( TASK PANE ) — Office XP Only 


ALT+E, K 


(FORWARD OR FD) 


CTRL+F 


(SEND) 


ALT+S eg CTRL+ENTER 


(SHORTCUT OR LAUNCH) 


cTRL+ALT+*§ ^^im^im^m 


^ijep (PRINT) 


ALT+F, PsKCTRL+P 


^W^WSJ^ (CLOSE) 


ALT+F4 IE CTRL+W 


^m^^^m^ (LOGIN OUT) 


WIN, L 


w ^ j: w ( application 

SWITCH) 


ALT+TAB S5 AL 1 +brllr 1 + 1 Ad 


Scfi^^M (MY COMPUTER) 


WIN+E 


(REPLACE) 


ALT+E, E 


(REPLY) 


CTRL+R 


^^n^M^m BULLETS & NUMBER ) 


ALT+O, N 
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m.2 







j?T (CUT) 




PUj± (PASTE) 




ftfij (COPY) 


(PASTE) ^^S^iJ^^-SiiS 


(MARK) 


pT ^ ^ SJ: ^ tt. W :fic # :fc # + 6ti - a ^ 

m5f!jt£;5l?T(CUT), 5te±(PASTE), 

M^j (COPY) mn^^m 


aiSft (REDO) 




mm^W (UNDO) 




nm^n^ (BOLD) 


Rrsa-^^^ (MARK) ^^m. ^—^x 


JFB:ft:# (OPEN) 


?f^i0Wfi<j:S:# 


?Tir:fi:# (NEW) 


jfBifW:fc# (^e) 


#:Jt# (SAVE) 




X:ir:^iti (TASK PANE) 




(F'WD) 


# a ^ « fi^ fitj # m # # i!) *t ^ 'ti^ ^ 
K 


#■12^ (SEND) 




(SHORT CUT OR LAUNCE) 


nw^m&^^mm^. tu word , 

EXCEL, ^ 


Ep^iJ (PRINT) 


>l#*t^:^c# F«9 ^ * ep ^tfi ep Hi 515 


^Pfl^Wg^ (CLOSE) 


^ tg^ 6<j IS ffi s 1? sK^a © ^ W 
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*2 (^) 



^^^M^ (LOGOFF) 




BlW?3E^wS?: (.APPLICATION SWITCH J 


B ^ If ^ jf B 6<i jg s2 m 4- w ^ ^ 


S^6<I%fl8i (MY COMPUTER) 




(His (REPLY) 




^-f^ (REPLACE) 




(BULLETSH&NUM) 
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